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                    TO: All State Directors 
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        SUBJECT: Single Family Housing Guaranteed Loan Program 

Official Record – Minimal Essential Documents 
 
 
PURPOSE/INTENDED OUTCOME: 
 
The purpose of this Administrative Notice (AN) is to provide guidance in identifying the 
minimum essential documents for permanent record retention for loans guaranteed under the 
Single Family Housing Guaranteed Loan Program (SFHGLP).  The intended outcome is to 
eliminate non-essential documentation once the guarantee has been granted, and to reduce 
valuable floor and file cabinet space in preparation for a future digital storage system with 
electronic imaging.  
 
This AN provides guidance only for the SFHGLP.  This abbreviated documentation list is 
applicable to Rural Development State and Field Offices only.   Lenders are expected to retain 
complete origination records for each guaranteed loan in addition to the documents listed here. 
 
COMPARISON WITH PREVIOUS AN: 
 
This AN replaces RD AN No. 4164 (1980-D), dated March 29, 2006.  This AN differs from the 
previous AN in that the original Form RD 1980-21, signed in ink, is no longer required to be 
retained; a copy or digitally imaged version will suffice. 
 
EXPIRATION DATE:     FILING INSTRUCTIONS: 
May 31, 2007       Preceding RD Instruction 1980-D 



BACKGROUND:   
 
With an increasing SFHGLP portfolio, it has become necessary to explore alternative methods to 
management of essential program records for individual borrowers.  Each State is responsible for 
maintaining adequate documentation of official records.  The office having primary 
responsibility for processing or servicing of SFHGLP loans typically maintains the “official” 
individual borrower case record.  
 
Information Resources Management and the Centralized Servicing Center (CSC) have 
distributed digital imaging hardware and software to almost every State jurisdiction.  Many 
States have commenced the digital imaging of SFHGLP loan dockets into a central repository in 
St. Louis.   
 
Borrowers receiving program assistance under the SFHGLP differs from Single Family Housing 
Direct Loan Program (SFHDLP).  The holding lender for a SFHGLP transaction retains the 
original security instruments for evidence of indebtedness or obligation, such as the original 
Promissory Note, recorded mortgage or deed-of trust, Form RD 1980-17, “Loan Note 
Guarantee,” issued by the Agency.  In the SFHDLP, the Agency retains the original official 
record for evidence of indebtedness and obligation.  For this reason, the official record of a 
guaranteed borrower differs from that of a direct borrower.  Since the lender is required, by 
program participation, to maintain the official records, it has been determined that an abbreviated 
record can be maintained by the Agency for SFHGLP cases folders. 
 
State and Field Offices are reminded that lenders are responsible for maintaining all documents 
pertaining to loan origination, in addition to the original security instruments, including any 
documents received during origination that influenced the loan decision process.  The 
instructions and documentation listed in this AN do not apply to private sector lenders approved 
to participate in the SFHGLP. 
 
IMPLEMENTATION RESPONSIBILITIES: 
 
The Agency endorses retention of the following minimum documents for long-term preservation 
in the official SFHGLP case folder: 
 
1. Request for Reservation of Funds (Form RD 1980-86); 
2. Conditional Commitment (Form RD 1980-18), with conditions, requirements and Lender 

Certification; 
3. Promissory Note; 
4. Guaranteed Loan Closing Report (Form RD 1980-19); 
5. Initial (handwritten) and Final (typed) Loan Applications; 
6. Employment/Income Verifications; 
7. Credit Report(s); 
8. Form RD 1980-21, “Request for Single Family Housing Loan Guarantee”; 
9. Forms related to the Agency’s environmental review (Form RD 1940-22, 1940-20, etc.); 
10. Uniform Underwriting and Transmittal Summary or the lender’s loan approval sheet; 
11. Loan Note Guarantee (Form RD 1980-17); 



12. Property Inspection(s) or the lender’s certification that requirements under RD Instruction 
1980-D, Section 1980.341(b)(2) have been met; 

13. Appraisal Report(s);  
14. Administrative Appraisal Review (Form RD 1922-15). 
 
States may retain any other documentation they deem necessary for retention.  It is strongly 
recommended that Form HUD-1, “Settlement Statement,” also be digitally imaged if it is 
submitted by the participating lender. 
 
Digital imaging of SFHGLP documents serves as a retention mechanism.  States need not 
maintain hard copies of documents that are digitally imaged, including Form RD 1980-21.  Once 
digitally imaged, all SFHGLP origination documents may be shredded. 
 
Retention of the official record through digital imaging, as described above, is applicable to the 
SFHGLP origination case file once a guarantee is granted.  Documents related to a loss claim 
may also be digitally imaged at the discretion of the State.  If a State chooses to rely on digital 
imaging of loss claim documents rather than maintaining a hard copy record, any and all 
documents pertaining to the loss claim should be digitally imaged before the hard copy record is 
destroyed.   
 
This documentation list is not intended for lenders participating in the SFHGLP.  Participating 
lenders are responsible for maintaining a complete servicing record and the complete origination 
file, including the original indebtedness and security instruments, for audit and compliance 
purposes. 
 
Any questions concerning this AN should be addressed to Debbie Terrell or Joaquín Tremols at 
(202) 720-1452.  Their respective email addresses are debra.terrell@wdc.usda.gov and 
joaquin.tremols@wdc.usda.gov.  
 
 
 
 
 
 
 
 
 
 


